City of Middletown

Technology Services Department

CivicPlus — Approving a News Flash for the Front Page of the Website

These instructions will show you how to approve a news flash that will display on the front page of the website
as shown in the screenshot.

- Increase your productivity, customize your experience, and engage in information you care about. Sign In

MIDD l ETOM 1Want To... Government Services Visitors ContactUs
How can we help? Q

CONNECTICUT

MIDDLETOWN NEWS

Check out the Latest Middletown Has to Offer
Protecting Yourself In Bitter Cold Weather

Advice on Avoiding Frostbite and Hypothermia

Read on...

Christmas Tree Recycling Program
The City will begin collecting Christmas trees for recycling after the

New Year.
View All News

Read on...

1. When a user submits a News Flash, you will receive an email as shown below

Thu 12/19/2019 11:58 AM
noreply@civicplus.com
CivicPlus Module Submitted Item Notification
To  Skowera, Bryan
Hi,
This 1s a notice that News Flash has a submitted Item - Protecting Yourself In Bitter Cold Weather

Access the Website Admin Interface: http//www middletownct gov/admin/

Thank you!
CivicPlus

2. From your web browser, go to https://middletownct.gov/admin



https://middletownct.gov/admin
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3. Log in with your username and password. (This is the same username and password used to log into
your workstation.)

ADMIN | SIGN IN

Username

skowerab

Password

........ | @

FORGOT PASSWORD?
[] Remember my username

SIGN IN

4. From the Dashboard, go to the Modules drop down menu and select News Flash.

c; @ HOMEFAGE  [E%8] DASHBOARD

CONTENT Activities Calendar Facilities Jobs

SITE TOOLS Agenda Center CivicSend FAQs Locations
LIVE EDIT Alert Center Community Connection Form Center My Account
Archive Center Community Voice Forms
Bid Postings Document Center Graphic Links Notify Me
Learn More Blog ePayment Center Info Advanced Online Job Application

5. Click on Middletown News.

DD CATEGOR ESSAGE DEFAULTS VIEW EMAIL LISTS

Category Name Items

Unpublished Categories

No Unpublished News Flash categories

Published Categories

Homepage Spotlights 8

Middletown News 6
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6. Under the Unpublished News Flashes, click on the title of the News Item that is in Submitted status.

Middletown News

Title End Date Status Actions

Unpublished News Flashes

Road Construction on South End of the City 09/13/2019 Draft Choose an Action
Take Extra Precautions to Prevent Contracting Eastern Equine Encephailitis 11/02/2019 Draft Choose an Action
Parking Ban Begins 6:00 PM on 12/16/2019 12/18/2019 Draft Choose an Action
I Protecting Yourself In Bitter Cold Weather I 12/31/2019 Submitted Choose an Action

7. Review the form to confirm that the details are clear and that correct grammar has been used:
a. Display —The Starting and Stopping date.

Display
Starting On ™ Stopping On ™
) == ==
12/19/2019 12/31/2019
Start Time End Time

b. Title —A brief, informative title. Avoid lengthy jargon or terms that would not be familiar to an
average citizen. This will appear on the front page of the website.

Title *

Frotecting Yourself In Bitter Cold Weather

c. Lead In— One or two sentences that introduce the news item. This will appear on the front
page of the website.

Lead In

E|><tr'eme temperatures will affect our City. The Health Department has important
advice for avoiding frostbite and hypothermia.

You have 130 characters left
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d. Full Text —Text to be shared with the public. This will not appear on the front page of the
website.

Full Text

< B I U & xx x @ & 3+ Q- =~ E E = B E %

)
This can be a series of paragraphs
You can create lists of

1. One
2. Two

3. Or more items

You can use to toolbar above to include hyperlinks to other pages|

8. Scroll to the Lead In section. Select all text, right click and select Copy to copy the text to the clipboard.

Start Time

Cut Ctrl+X

12:00 AM Copy Ctrl+C

Paste Chrl+V

. Select all Ctrl+A
Title *

Search Google for “Extreme temperatures will affect our City. The..."

Protecting Yourself In Bitt

Print... Ctrl+P

Spell check »

Lead In Writing Direction »
Extreme temperatures wil Inspect Ctrl+Shift=+|

advice for avoiding frostbite and hypothermia.

9. Scroll to the top of the page and Press Save and Publish.

B

SHOW ARCHIVED VIEW SITE HELP

W CANCEL SAVE AND PREVIEW SAVE SAVE AND PUBLISH

10. Press OK on this prompt.

middletownct.gov says

Would you like to include this in the RSS feed? Click OK to include it.

Click Cancel to exclude it.
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11. In the Comments field, right click and select Paste to insert the Lead In information from the previous
page.

Comments:
Ermaji Win+Period
1000 Chare )
Mobile Tex Copy Ctrl+C
Paste Ctrl+V |
MNratontina

12. Rewrite the Subject so that the first words are News for Middletown, CT: followed by the News Item’s
title

comments.

Subject:

Modified News Flash Protecting Yourself In Bitter Cold
Weather for Middletown, CT

—

Subject:

News for Middletown, CT: Protecting Yourself In Bitter
Cold Weather]

13. Rewrite the Mobile Text/Push Message to match the Subject

Mobile Text/Push Message:

Protecting Yourself In Bitter Cold Weather

118 Characters Remaining

Mobile Text/Push Message:

News for Middletown, CT: Protecting Yourself In Bitter
Cold Weather

93 Characters Remaining



City of Middletown

Technology Services Department

CivicPlus — Approving a News Flash for the Front Page of the Website

14. Press Send; this will publish the News Item and notify all subscribers.

News Flash

You have the option to notify subscribers to this category that you have published a new Post. Add any additio

comments.
Subject: Send-
News for Middletown, CT Protecting Yourself In Bitter On Start Date
Cold Weather ® Immediately
p
Comments:

SEND DON'T SEND CANCEL
Extreme temperatures will affect our City. The Health

Department has important advice for avoiding frostbite
and hypothermia

875 Characters Remaining

Mobile Text/Push Message:

News for Middletown, CT. Protecting Yourself In Bitter
Cold Weather

93 Characters Remaining

¥ Include link to item



